The second phase of the transition process is labeled the "neutral zone" by Bridges (1991) and is described as the limbo between the old sense of identity and the new. This period can be painful due to confusion, conflict, and contradiction. Individuals may experience all of the symptoms of loss: shock, denial, anger, worry, depression, bargaining, resistance, relief, and acceptance. In dealing with these losses, it may be helpful to decide what has really ended-s-assumptions about the worker's value to the organization, beliefs about the company or manager, positive aspects of the worker's self-image, or former career plans.
The good news is that the neutral zone also provides the greatest opportunity for creativity, renewal, and personal development, leading to the last phase-the new beginning. This can be the time to assess or reassess values, skills, interests, needs, possibilities, expectations, and preferences. There are many assessment tools available to assist in this process-some that are available on the Internet (see Table) or at library career centers may be selfadministered and scored, and some are administered only by counselors or psychologists. Bolles (2004) recommends that individuals treat all career assessment tests as suggestive, remembering their own uniqueness, and that they take several tests rather than just one. He also believes that an online test is not likely to be as useful as one administered by a qualified professional in the community.
Simply imagining the possibilities can also be a very effective method in identifying potential career direction. Consider both current and future career opportunities by identifying trends in specific industries, the economy, and the profession. One must also assess personal resources, transferable skills, commitment, and sometimes-temporary alternatives. When developing a career pathway, the Competencies in Occupational and Environmental Health Nursing (2003) can be helpful in defining both current and needed practice skills. Personal research should also include an assessment of additional education and certifications that may be required. When a career change is a choice rather than a necessity, unpaid work experience can provide excellent opportunities. Volunteer work may satisfy needs not being met by current employment or it may provide a foundation for future paid work as well as valuable contacts. Activities such as writing articles, serving on community boards, assuming leadership roles in professional associations, giving presentations, or participating in research projects can enhance paid employment and develop marketable skills (Figler, 1999) . Simply attending continuing education programs, networking, and building friendships helps occupational health nurses to become known professionally and to identify job possibilities. ,
THE JOB SEARCH "TOOL KIT"
Selecting and maintaining the proper tools often provides a competitive edge for the successful job candidate. Job search tools include resumes and-biographies, lists of accomplishments, lists of references, documentation of MAY 2005, VOL 53, NO, 5 successful initiatives, contact lists, and a personal commercial. In addition, interviewing skills should be enhanced and practiced on a regular basis.
Resumes
A resume is a written self-marketing tool that summarizes one's relevant accomplishments specifically targeted toward work or the job-search process. Multiple books, Internet sites (see Table) , career counselors, and professional services are available to provide assistance in developing a resume, but each candidate should be aware of the basic guidelines as listed in the Sidebar. There are generally two types of resumes, chronological and functional.
Chronological Resume. The chronological resume is considered most appropriate for candidates seeking a similar or more senior position in the same or a closely related industry.The functional resume may be more valuable when seeking a different position, a different industry, or to highlight vocational skills. The usual sections of a resume are:
Guidelines for Creating a Resume
• The resume must be current. • Unexplained gaps ordiscontinuities in employment should be avoided or explained. • It must be free oferrors-grammatical, typographical, and informational. • It should describe accomplishments in concise, powerful, memorable language and use action verbs. • The length should be one ortwo pages. An addendum is sometimes used to list publications and presentations. • Create, save, and reformat atext version of the resume for email submission and for posting on Internet job banks. • Terminology should be up-to-date and relevant tothe profession and industry that istargeted. Avoid abbreviations and acronyms. • Avoid personal information, hobbies, or interests notrelevant to the objective, and the term "References available upon request." In most cases, donotinclude religious or political affiliations. • The resume should be scannable. It is becoming more common for companies to use computer databases to review and store resumes. Using non-standard headings or notusing "key" words may eliminate a candidate from consideration. (a) "Key" words are those selected bya human resource professional to screen candidates based on the job requirements. Hints may be identified from advertisements or recruiter job specification sheets. (b) Astandard heading consists ofthe candidate's name (standing alone on the line), home address, home telephone number, and email address. (c) Other tips for scanners include avoiding underlining, italics, graphics or lines. on the page; using light, smoothsurface paper and a laser printer; and avoiding folds by using large mailing envelopes. • The resume should be formatted to guide the readers' eye. Use bullets, indentations, bold type and headings for emphasis.
Balance white space with information and maintain the same format throughout. A minimal font size of 11 should be used. (Bolles, 2004; Figler, 1999; Hacker, 1999; Right Management Consultants, 2003; Tullier, 1998 A functional resume differs in format but not content from the chronological, and uses three or four experience sections that might have headings such as "Group Facilitation and Training," "Project Management," and "Quality Assurance." A chronological listing of past employment should follow these sections.
Biography
A biography (bio) is another written tool that may be useful to introduce consultants to prospective clients, for speaker introductions, and occasionally for professional networking. A bio is a single page overview of an individual written in the third person narrative form. It provides highlights of work experience, educational background, accomplishments, areas of expertise, and sometimes personal information (Tullier, 1998) .
Accomplishments
The basis of successful self-marketing is the ability to identify one's personal strengths, skills, and accomplishments, and then to effectively communicate these to others. Maintaining a collection of successful initiatives and projects can be helpful for several purposes. First, an analysis of these 220 projects is an effective method of defining one's transferable skills for use in developing a resume. Considering which of these activities was most enjoyable can lead one to a preferred career path. Reviewing this list of accomplishments is also helpful when preparing for job interviews and informational meetings. The arrival of a perfect job opportunity is not the best time to attempt to recall accomplishments, nor is it the time for modesty and giving credit to others.
One widely used method of documenting past successes is called the STAR system (Byham & Pickett, 1997) . This format describes the Situation or Task, the Action taken, and the Result or outcome (in quantifiable terms when possible). An example of this method of documentation follows:
Our organization was experiencing a high rate of unscheduled absenteeism and was limited by a union contract in the use of temporary replacement workers. We introduced a more restrictive attendance policy and expected to see an increase in the use of Family and Medical Leave. I developed policies and procedures, provided training for management, and coordinated a leave process that actually reduced the use of Family Medical Leave by 40% in the first 6 months.
After collecting and describing several career successes, one can use these to identify transferable skills. Transferable or functional skills differ from traits, temperament, or personality type, and are the basic units of any career. Bolles (2004) classifies skills from the highest level or most discretionary to the lowest level or most prescribed and relates them to people, data/information, Generally each higher skill requires mastery of the lower skills in the category. Lists of transferable skills are available on-line (see Table) and injob search publications, and may provide a shortcut to this identification process.
Another method of identifying key skills is a review of functional job descriptions or the competencies developed by AAOHN ("Competencies," 2003) . After identifying one's skills using action verbs, these skills must be further defined using nouns and adjectives, for example: "negotiating vendor contracts valued at $2 million annually" or "analyzing service effectiveness and outcomes using record audits, client surveys, and benchmarking." These definitions describe a candidate's unique abilities, and the quality of the descriptors may provide a competitive advantage over the field of candidates.
References
References should be provided only when a prospective employer asks for them. However, one must be prepared to provide a list of three to five work-related references at that time (Hacker, 1999) . It is suggested that a reference list be maintained of individuals who are willing and able to be contacted and to speak on the job seeker's behalf. The list should include name, title, address, phone number, relationship, and a brief statement of the capacity in which the person worked with the candidate (Tullier, 1998) . Other important considerations include:
• Always notify references they may be called. • Assure that the reference has an up-to-date resume. • Coach the reference on the position so they can emphasize key strengths and abilities. • Follow up by thanking the reference.
In addition, consider maintaining a file with letters, notes, memos, or e-mails that offer thanks or congratulations for a job well done. These can be selectively added to a portfolio for use during the job-search process.
JOB SEARCH METHODS
The Internet has revolutionized job searches and created the possibility that a job seeker and employer can connect immediately. Bolles (2004) cites recent studies that 67% of Web users expect to conduct their next job search online and 40% of new Web users come online specifically to look for employment, but also cites studies finding that only 4% to 8% of online job hunters actually found their new job through the Internet. The Table provides a sampling of many available sites.
Employers and job hunters use the same techniques for filling employment vacancies, butBolles (2004) says they use them in exactly the opposite order of priority. MAY 2005, VOL. 53, NO.5 From an employer viewpoint, the priorities from most to least preferred are: • Promote from within. • Hire an unknown candidate who provides proof of the skills needed. • Hire someone whose work is known by a trusted friend.
• Use a trusted agency.
• Use an advertisement placed in a newspaper or online. • Use a resume.
How might the occupational health nurse move from reactive job search methods such as answering advertisements, posting a resume on an Internet site, and contacting search firms or recruiters to more proactive methods such as networking and informational interviewing? Tullier (1998) defines networking as "a process of cultivating and maintaining relationships in which a mutual exchange of information, advice, and support facilitates the growth, success, and happiness of all involved" (p. 33).
Some of the potential benefits of networking and informational interviewing are to obtain help and guidance with job search tools and strategies; to find opportunities, introductions, and leads; and to enhance credibility as an employment candidate (Right Management Consultants, 2003; Tulliers, 1998) .
Contact Lists
During a job search, networking and informational interviewing are key components of a formal self-marketing plan. Everyone has a network of contacts, anyone of whom might provide key information on job opportunities or an introduction to a hiring decision maker. Figler (1999) states that "the world runs on personal referral networks" and one should never underestimate the value of anyone they know (p. 107). To assess one's own personal referral network, first develop a list of contacts that includes the following: • Family. • Friends, neighbors, and acquaintances. • Members of clubs and professional organizations. • Current and former coworkers, supervisors,and vendors. • Educational contacts including classmates, instructors, advisors, and alumni. • Personal service providers (e.g., physicians, dentists, bankers, realtors, insurance agents, hairdressers, manicurists, lawyers, pharmacists, tailors, housekeepers). Figler (1999) notes that the best contacts are those with whom one has an ongoing relationshipand that the real value of networking accrues as one builds work-related relationships over time.
During an active job search, one can review the contact list and consider in what manner each might contribute to the campaign. Some may provide expert advice, support, or career information while others may provide information about specific job openings and target companies, as well as introductions to key individuals in the hiring process. It is important to let every contact know about one's interest in finding a job as well as specific abilities, background, and job targets. Experts recommend developing and practicing the delivery of a con- 1 Career transition may occur as aresult ofchoice, an unexpected opportunity, orunintended ross ofajob. A job may end atany time, and workers must be mentally prepared tosearch foranew jobwithout warning.
IN SUMMARY

Preparing to Thrive During Career Transitions
date and scannable resume, and aportfolio including summaries ofkey accomplishments and recognition received, business references, and anetwork ofcontacts.
cise, approximately 30-second personal commercial that can be used as an introduction at meetings and events and also introduced into conversations with contacts (Right Management Consultants, 2003 , Tullier, 1998 ). An example of an appropriate introduction follows:
I'm a registered nursewith 15years clinicaland managerial experience in occupational health and safety. I'm certified as both an occupational health nurse and as a safety professional. My job as the occupational health and safety managerwas eliminated during the recent downsizing at XYZ Company, and I'm really interested in career opportunities with firms that provide consulting servicesin the Midwest.
Informational Meetings
Informational meetings are more informal than interviews, focus on two-way communication, and should enhance the job seeker's understanding of business conditions, critical issues, trends, and practices as well as provide additional referrals. These meetings may be by telephone, but preferably occur face-to-face. They are most often held at the contact's place of business, although one might choose to invite the contact to lunch. When scheduling an infonnational meeting, one shouldemphasize that the purpose is to obtain information, not because one is expecting a current job opportunity. If asking for a meeting with a contact one has not previously met, it may be helpful to send an intro-222 ductory letter highlighting the purpose of the meeting and the name of the referring individual before calling to schedule the meeting. The meeting should attempt to establish rapport, provide a concise self-introduction, address specifically prepared and focused questions, and identify additional referrals by asking, "Who else should I be talking to?" (Right Management Consultants, 2003) . The occupational health nurse should always follow up with a personal thankyou letter.
INTERVIEW STRATEGIES
In hiring interviews, employers seek to determine whether the candidate has the knowledge, skills, and experience to do the job and whether the candidate's behavioral and motivational dimensions fit the organization's expectations and needs. Some key personal and interpersonal behavioral dimensions include (Byham & Pickett, 1997 Interviews can be of several different types (e.g., screening, qualifying, technical, psychological, approval) and use various formats. Each of these should be approached as an opportunity to sell oneself to a prospective employee and as an important step in researching the job and organization (Bolles, 2004) . Preparing to interview includes researching the company or organization and preparing key questions to ask as well as reviewing one's own key strengths, values, accomplishments, and interests in preparation for the employer's open-ended questions. Some helpful tips include dressing to present a professional image; remembering to smile and maintain eye contact; repeating the question and using the person's name; focusing on accomplishments; and demonstrating enthusiasm, optimism, interest, and confidence (Right Management Consultants, 2003) .
Interview skills may be enhanced by techniques such as practicing with and evaluation by a trusted coach, videotaping and reviewing a practice interview, or participating in a communication improvement organization such as Toastmasters International (Mission Viejo, CA). Thank you notes must be sent to each individual with whom one interviews within 24 to 48 hours and, according to Bolles (2004) , this is the most overlooked step in the entire job-search process.
SUMMARY
Whether planned or unexpected, career transition can have positive results that lead to personal growth and a more fulfilling work life. The transition period should be recognized as an opportunity to assess the past and positively shape the future. Occupational health nurses who enhance their professional and communication skills and maintain up-to-date tools are likely to have a competitive advantage during career transitions. Recommended job search tools include an up-to-date and scannable resume and a portfolio that includes summaries of key accomplishments and recognition received, business references, and a network of contacts.
Networking is most effective when it is a mutual exchange. Tullier (1998) suggests individuals remember to seek opportunities to provide value. to those who have provided assistance, and to become a resource to those in need of assistance. Ways to support and mentor others include sharing a current article of interest or information about an event they might wish to attend, recommending them as speakers, nominating them for awards, volunteering assistance on a special project or to a charity they support, and acknowledging and congratulating them on their accomplishments.
Developing a personal action plan might include objectives such as initiating more frequent contact with individuals in one's network, developing or updating job search tools, improving speaking or writing skills, or increasing involvement in professional or community organizations. Whatever the action items identified and completed, the result will be future career transitions that are more likely to yield positive outcomes.
